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) ‘ R . GEORGIA DEPARTMENT OF HUMAN Resouacss |
APPLICS‘TION FOR RECORDS RETENTION SCHEDULE - . OFFICE OF ADMINISTRATIVE SERVIEES
. . ) RECORDS MANAGEMENT um'r

For instructions on comp!atmg ﬂ'ns farm contact DHR Records Management Umt 47 Tnmty Avenue, Atlanta, Georgia
~ 30334. Phone - (404) 6564976 GIST: 221-4983 :

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOUHCE§ ARCHIVES AND HISTORY
Applicstion Date Office of Admlnistrative Services’ Application Number .
August 21, 1979 : Child Support Recovery Unit Yq_ \C, q
Application Number éﬁga;fmce de Leon Avenue, N. E. 1 [Dere Recaived : Date Completed
DHR-36 |__Atlanta, Georpia 30308 ____ | MG 24197 |gp 9
2. Person to Contact . Working Titie - Telephone Number
Spencer Lawton : I..ocateVOfficer 894-4833

R — Y o — =

3. Action Requettod o , o
a. [ Establish Retention Schedule; record will eontinue to accumulate,
b. [ Dispose of prasent sccumulation; no further accumulation snticipated,

c. £¥FAmend Application No. 73-496-A Check One: L[] Change; B Supercede; [ Void
3. Dates of Series 5. Records Serles Titke Wollowed by title used In office; I different) 7
Earliest © Latest . . .o .
1979 |to present Child Support Absent Parent *AFDC Locator Files

6. VDivision snd Office Function What is the function of the Divizion and the Office in which this record series is created?

The Office of Administrative Services is responsible for providing administrative support
to the Department. This includes: General Support Services; Data Processing and Manage-
ment Information Systems; Personnel Services; : Grants Development and Management; Con-
tracts Management; and Child Support Recovery.

The Child Support Recovery Unit, in accordance with the 1967 Social Security Act and the
Georgia Child Support Recovery Act, has the responsibillty to locate deserting parents;

to secure commitment of child support from such parents; to collect and disburse child

support payments; and to enforce the support obllgatlon of the absent parent.

E

k2 Reoords Seres Dnmpnon -~ This file contains the following documanu finclude Iorm numbers snd titkes, i any} Attach samples of the file.
~ Documents relating.to: ' loca tlng deserting parent (8) of children who are recelving public assistance.

mdquam= two—part form 5721 (Child Support Referral and Absent,Parént*Information) (re~-
ceived from counties -- request to locate absent parent(s) of child(ren) receiv1ng
public assistance) which shows: identification f recipient(s) - name, address, "phone;
as much as is known as to absent parent case information; location information on absent
parent; absent parent address(es); -absent parent employer(s); legal actions against
absent parent for child support. 'As applicable, various computer-generated letters of
unqu1ry to locate the absent parent (military, Department of Corrections/Offender Rehabil-
itation, postmaster, employers, Social Security, other states, unemploymenthETA Georgia
Department of Labor, Public Safety Department Federal Parent Locator Service) and re-
sponses to these letters.

The file is arranged : daily as received (form 5721 = from counties)
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=

8. Monthly Reference Rate How oftan are records referred to which are:

*

One 10 six months old ' ;  Seven to,pgalva months oid : Tmmantomnéy-foui months old Ty - é
twerity-fi th ~"freguent referenc to computer for locatji abgent par nt —-
: t"f"'m s o0d oider — - i}t parent is located, or all means exhlaltg;sted.

8. Annual Rets of Accumulstion or Records 1 accumulation - destroyed after 6 months

uncrnudrmn ,._..____.__ Lngd-;indm_______.: Shelves _______ _ ; Othar fSpecifyl

*A1d To Families with Dependent
Form 4988 (7-78) Children {Over} -




[YES NO | 10. Questionnaire

{Place m__j( in the preper selumn)

. Is this the officisl copy of the series?
x Hnot.whcnhit?

b. Do-n the seriss contsin conhdontml informstien r!qulrlng security hnndlsng? if yu. cite law or ngulmon.

X ¢. Is this a vital

ncord?

X names of children receiving public assistance and their parents

X d. Doues this serles have. historical or ion. term research velue?

#. Whan one or two documents in the file make it necestary to keep ﬂ'n nntin fila fora Iong ptnod could thesa documents
X be schaduled wparataly?

X f. Is the information contained in this series ever published? If yes, ctm:h aopv

g s the Information containgd in this wrias evear snalyzed and/or recorded in a summarized report?
X H yos, attach copy. anticipate computerized summary report at some futur

e time

h. 1s there & dupiication of this serias in your office, or in another oHics or agency?
X I yes, where?

)

M

. lathis series for s mojor portion of it) regularly rnlcrofllrnod?

X j. Does the record nrln resuilt in a computer pnntout?

11. Retsntion Requirsments

8. Seate Law
b. Suwstute of limitation
¢. Fedenl law

The tollowing requires the serles 2o be kept:

years.
years,
Years.

Attach copy or excerpt of m.-: or reguletions. Explein sdministrative need.

v

d. Audit poflod
o. Administrative need
f. Faders! retention Instructions

6 months __R¥¥X

years.

years.

3 Destroy

O Other {Specity)

12. Approved Disposition Instructions

O} Hold in the current filesarea —_____ menthis)
O Transter to locai holding srea; hold
O Transfer to State Records Canter; hold

This agency recommends that the file saries be cut off st the end of each:
O calendar Year; [ Fiscal Year; & Other :

k3

then,

yearis); then

O Transfer to Stats Archives for parmanent retentien.

Located Parent

(applicable

Child Support-RgCQg§?§ﬂpniE”'. e

File

(form 5721 and all other)

papers D

. year(s); then
yesr(s); then

Cut off file at end of each 6 months,
then destroy.

. Chi;qnsugpdft-kecovery Unit
Unlocated Parent File

L. received.

. County OfficeS'

~+ 77 TUpon determination‘Eﬁgt‘absénf=?“
+ - parent cannéot be located, return
. form 5721 to county from which

-t -Upon receipt of returned form 5721
"~ (which inactivates particular case),
*  follow approprlate procedures as out-
) : * . lined in the Department of Family and
~ Thess instructions apply to all prior and future accumulstiens of the series. ~ Children Services Handbook.

Records Managemant Officer {S:gmtum)

Date

Racommendstions in paragraph
12 ars approwed,

fH disapproved, attach ketter
of explanation.}

%'A gency Eoodibes;gf_o_c_ (Signature) RN
151217

ZWW@W

$/13/77

Elizaffeth W. Crank, CRM

Dete

&am AudltorlDuagnao

c

F-13-1

4 Y.

Attorney General/Designee

7-//~

Fom 4098 (7-78)

—— [ -

414 1,



